HEADQUARTERS FACILITIES MASTER SECURITY PLAN
APPENDIX DATABASE USER MANUAL

Click on the Appendix Database Icon

The Logon Screen

aaaaa

The Logon Dialog Box Eenter your Name and Password and click OK.

Plarme:

wrightl

Password:

l iZancel J
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When you get this message click OPEN.

Security Warning

Cpening "RWrighthdppendix Development! Appendixapp.mdb”

This file may nok be safe if it contains code that was intended to harm your
compukter,
Do wou wank ko open this File or cancel the operation?

] [ More Info

Sample of the Main Menu

E= Main Menu |Z| |§| le
HEADQUARTERS FACILITIES MASTER SECURITY PLAN

Organizations you can see:

ORGANIZATIONS
(] RUNREPORTS

[ ] USER OPTIONS

E] ADMINISTRATOR

[] ExT SYSTEM
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What the screen will look like your first time entering data for a new organization.
IE.ﬂppendix Application

I Fle Edit Insett Records ‘Window Help
i [0 add Recard | [l Edit Record | (3] Save Record | 4 Print | 33 Find... | I Delete Record

E=| frmOrginization : Form

When access has no records to display it will display a blank screen. When you click on
the Add Record button at the top of the screen access will give you the fields which need
to be filled in.
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HEADQUARTERS FACILITIES MASTER SECURITY PLAN
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What the Main Organization Screen will look like
Appendix Application Development

! Fle Edit Insett Records Window Help
Dndd Record | .Edit Record | %] Save Record | 4 Print | 34 Find... | [ Delete Record

E= Organizations

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

ELEMENTS BROWSE
Organization Head Of Element
50-123.4 LeRoy &. Wrisht
HSO Full Name HS50 and Representative
Betty White
Org Code Phone No
50-123.45 (3013 2341234
Room Number Building Conirol Station Personnel
GH-123.4 GTH b TSCMO and Alternate
Appointment Date OPSEC Representative
3/2007 150 and Aliernate
Number Foreign National Assi COR/ Cleared Coniractors
2 Security Awareness P of C
Average Number Per Year of Hosted Foreign National Visits Accountable Property Rep
3 Security Areas
Number of Employees In HRP Gecurity Containers
el Accountable CREM (ACREM)
Last Self Assessme_nt Date Classified Holdings by Location
4312007 Classified Automated Info Sys. (AIS)
List All Deviations Classified Networks
This is a test of the add process STU.IIs / STE
Classified FAX Machines
Copiers Authorized for Classified
o Shredders Authorized for Classified
| This is only a test COMSEC Accounts
Video Teleconference Systems VIC
Record: EE [ 1 E][E of 24 < >

There will be an (Add, Edit, Fine Save, and Delete toolbar at the top of the screen) The
Organization Number will be 2 letters a dash and 1 to 8 numbers long. Example (WA-
12). This will be the primary key and can not be duplicated in the system.
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Sample of what the individual input screens will look like for each tab on the side of
the Organization input form.

B HSO and Representative

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

0 izati H50 Full Name

[s0-123.4 | |Petty White |
HSO and Representative Delete All

Organization | Puosition [ Marme | Org Code [ Phone Mo of Person Building  [F

| P|50-123.4 * Kenneth L. Srart 501234 (3017 234-2345 GTH G
| |S0-123.4 Representative Larry C. Smith S0O-123.2 0 (301) 2341234 FORS H
| |S0-123.4 Alternate Larry G. James S0O-14322  [(542) 234-2342 Cloverleaf F-
| |S0-123.4 Representative Paul F. Davis SO-14322  [(542) 234-2423 Cloverleaf G
#*|50-123.4

£ 1l ] ¥

This one is the HSO and Alternates Screen. On these screen you will be able to print the
screen you are looking at to a find in a selected column and you can sort the column by
highlighting and using the right mouse button and select which sort you want.
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This is a sample of the Report Selection screen

ES Report Selections

HEADQUARTERS FACILITIES MASTER SECURITY PLAN
Organizations you can see: ALL

Select the ort to Run
|
Select the Organization Code |
v

The first line will be a DropDown of all the reports in the system. The second will be
Organization Codes you can select from. If you are able to see for example HS and NA
and there are several organizations which start with SO you can type SO* in the Select
the Organization Code field and get a report of them all. If you can see All organizations
you can enter and * and see every organization in the system. The system gives you an
error message if you can’t.

This is the User Option Screen where you will be able to change your password.
B USER OPTIONS (=13

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

Organizations you can see:

CHANGE PASSWORD
[:] RETURN TO MAIN MEMNL

Last Update: 10/30/2007 6
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This is the Change Password Screen.

E= Change Password

Passwords must contain upper and/or lower case letters, numbers and special charactors # $% ? i@ !

LogonID |wrightl
01d Password |

|
|
New Password | |
Confirm New Password | |

This is the Administrator Screen where New User can be added and rights changed in the
system.

B ADMINISTRATOR

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

Organizations you can see:

AUTHORIZED USERS

E] TURM ADMIN TOOLEAR OM
[:] TURM ADMIN TOOLBAR OFF
D RETURN TO MAIN MENL
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This is the Authorized User Screen.

EE frmAuthorizedUsers : Form

HEADQUARTERS FACILITIES MASSTER SECURITY PLAN

AUTHORIZED USER BROWSE

Logon ID

Last Name

First Name

||Haﬂey

| pack

Initials Used

Name Used In System

Room Number Status

|H

||Haﬂey

| 354 | |actvie v|

Element List

PW Change Date

|50, HS,HH,

[ 4f25(2007|

Always end the last org code in the Element List with a comma “,” like the example
above. If you fail to end it with a comma the system will not pickup the last org code.
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APPENDIX DATABASE USER MANUAL

Main Menu
Appendix Application
! Fle Edit Insert Records indow Help
User and Group Accounts.., | User and Group Permissions. .. | Compact and Repair Database, .. !

<|| System - | 10 B L UIEE=|O AT '|4'!

Sl g3 S Lo ALALLY e

ADMINISTRATOR .
HEADQUARTERS FACILITIES MASTER SECURITY P

Organizations you can see:

APPENDIX I i

[:] AUTHORIZED USERS
TURN ADMIM TOOLBAR ON
E] TURN &DMIM TOOLBAR OFF

[:] RETURN TO MaIN MENU

ample of the Administrator Toolbar at the top of the screen

Last Update: 10/30/2007 9



HEADQUARTERS FACILITIES MASTER SECURITY PLAN
APPENDIX DATABASE USER MANUAL

The Main Organization Screen

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

ELEMENTS BROWSE
Organization Head Of EFlement
50-123.4 LeRoy & . Wright
HSO Full Name {HS0 and Representative’
Betty White Classifiers
Org Code Phone No Declassifiers
50-123.45 (301) 234-1234 UCNI Reviewing Officials
Room Numher Building Conirel Station Personnel
GH-123.4 GTH ha TSCMO and Aliernate
Appointment Date OPSEC Representative
3442007 1550 and Aliernate
Number Foreign Nati i COR / Cleared Coniractors
23

Average Number Per Year of Hosted Foreign National Visits
3

Security Awareness P of C

Accountahle Property Rep

Security Aveas

Number of Employees In HREP Security Containers
=1 Accountahle CREM {ACREM)}
Last Self Azsessment Date Classified Holdings by Location
aSiann Classified Automated Info Sys. (AIS)
List All Deviations Classified Neiworks
This is a test of the add process STU.II: / STE
Classified FAX Machines
Copiers Authorized for Classified
Ciraneis Shredders Authorized for Classified
This is only a test COMSEC Accounis
Video Teleconference Systems VIC
Record: EE [ 11 E][E of 24 S ?

NOTE: When adding a new person to the system you MUST click on SAVE Record
first before you select any of the tabs at the right. If you proceed the record you enter
into the system WILL NOT be saved.
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The HSO and Alternates Screen

EE frmHS0s : Form [Z”E|E|
L O D O O O O OO O
[ |[#etai

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

H50 Full Name

= # Form Header

2- —J & Detail

The Classifiers Screen

E= frmClassifiers : Form

I D R O O O
[ |[#etai
: HEADQUARTERS FACILITIES MASTER SECURITY PLAN
-— L0 iFati HS50 Full Name
IMainOreCods | [Mame |

# Form Header

# Detail

Last Update: 10/30/2007 11
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The Declassifies Screen
B frmDeclassifiers : Form [ZHEIFZI

L I N O OO OO O O

# Detail

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

Organization HSO Full Name

: MainCreCode | [Mame

| Cextification |
:|Cer1i.f'1cat10n

o R e I s I e B T BT ]

—I ¥ Detall

A

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

= # Form Header

2 & Detail

Last Update: 10/30/2007 12
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The Control Station Personnel Screen

EE frmControlStation : Form

l|---|---1‘--I---2---I"-3---I---4-‘-I---5---I-‘-S---I---?-‘-l'_\

—| # Detail
: HEADQUARTERS FACILITIES MASTER SECURITY PLAN
. Organization HS50 Full Name

O IMainOnCod | [Mame |

# Form Header

# Detail

The TSCMO and Alternate Screen

EE frmTSCMO. : Form

[ ][ petai
: HEADQUARTERS FACILITIES MASTER SECURITY PLAN
2| Organizaii HSO Full Name

IainCreCode | [Mame |

+ Form Header

# Detail

Last Update: 10/30/2007 13
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The OPSEC Representative and Alternate Screen

B frmOPSEC : Form (=3
O I e N T e S N S - SO I T NN |
[ ][#petail

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

# Form Header

OPSEC REPRESENTATIVE and ALTERNATE

# Detail

L O D O R O O O O -

[ ][#etai

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

HS0 Full Name

- Form Header

# Detail

Last Update: 10/30/2007 14
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The COR / Cleared Contractors Screen
ES frmContractingOfficer : Form Q@E|

I O D O O

—| & Detail

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

- Organization HSO Full Nama

5

# Form Header

# Detal

You MUST enter a name on this screen before you can enter any contract number for that
person. The Name is required to generate a key for the contract numbers.

Last Update: 10/30/2007 15
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Sample of what the COR / Cleared Contractors Screen will look like in Run Mode
ES COR [ Cleared Contractors g]

HEADQUARTERS FACILITIES MASTER SECURITY PLAN
Organization HS50 Full Name
50-1234 Betty White
COR / Cleared Contractors
| Organization | Cantract Seq Mo | Contract Officer Represenative (COR) | Org Code | Room Number of P
k|- 50-1234 50-123.4-1 James C. Smith S0-123.2 H1232
Caontract Seq Ma| Contract Type | Contract / Sub Cortract Mumber | Company Name [ Contra
| »[50-123.41 v [123.23123 Henry Smith Contracting
| |S0-123.4-1 Sub 123.232.232.12 Kenneth Longs Contreting
| |S0-123.4-1 Prirne 111111111111 Dewey, Cheatem and Hov
| |S0-123.4-1 Sub 555.333.2343-2 Larry 5. Soverto
| |S0-123.4-1 Sub 8995.2222034 2 Linda L. Lindy
| |S0-123.4-1 Prirne 343.234 23322 James G. Convert
| |S0-123.4-1 Prime 999.234.322.1231 Harvey D. Davenport
| |S0-123.4-1
| | [#]50-123.4-1
- 501234 50-123.4-2 Kenneth C. Millers 501232 1232
Contract Seq I\J0| Caontract Type | Contract / Sub Contract Number | Company Mame | Caontra
| |S0-123.4-2 Prime 123.232 George Smith and Co.
| |S0-123.4-2 Sub 123.23232 Harry Pipper Inc.
| |S0-123.4-2 Frime 234.34234.9090.23423 Berry 0. Bone
| |S0-123.4-2 Prirme 2343.234.2343.3323 Harry C. Smith
| |S0-123.4-2 Sub 123.2312.23232-2 Lady B. Johnson
| [S0-123.4-2 Sub 895.895.4843.530483 Henry D. Dopper
| | [*]S0-123.4-2
| |+ S0-123.4 S0-123.4-3 Faul C. James S0-123.44 D132.2
| |+ 501234 S0-123.4-4 Fam DL Wilson 5012355 F1232
| |+ 501234 50-123.4-5 Peter 0. Davis S0-123.86 51232 2
Y [— >
< >

NOTE: Before you delete a Contract Person make sure you delete all of the contracts
under that persons name. By click on the “+” sign and highlighting all of the record
under their name then select delete records by the right mouse click. Then go back out
and delete the contract person.
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The Security Awareness Point-of Contact

EE| frmSecAwareness : Form [ZHE|E|
l|---|"'1'"I"'2"'I"'3"'I"'4"'I"'5"'I"'S"‘"'?"IA
[ ][ # petail

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

i 0: izati HS0 Full Name

 Form Header

SECURITY AWARENESS POINT-OF-CONTACT
& Detail

: l.U_sﬂan... l

< | 3

CEBX
I O O e e T R AT ST
[ ][# oetai
: HEADQUARTERS FACILITIES MASTER SECURITY PLAN
; Organization HSO Full Name
| [MainOreCode | e |

# Form Header
# Detail

Last Update: 10/30/2007 17
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The Security Areas Screen

EE frmSecurityAreas : Form |Z|[E|rg|
[ ][# peta

) HEADQUARTERS FACILITIES MASTER SECURITY PLAN

B Organizati HS O Full Name

T [MainOszCod | e |

& Form Header

|| # petai

< | ¥

The Security Containers Screen

E= frmSecContainers : Form |Z”E|rz|
[ ][ # pstsil
) HEADQUARTERS FACILITIES MASTER SECURITY PLAN
I O irati HS50 Full Name

MainOrzCode | [Mame |

# Form Header

2 (B[] # petai

Last Update: 10/30/2007 18
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The Accountable CREM Status Screen

E= frmCREMAccountable : Form

FEX
l“"l"'1"'I"'2"'I"'3"'I"'4"'I"'5"'I"'S"'I'“T"'I'_\
[ ][# Detai

HEADQUARTERS FACILITIES MASTER SECURITY PLAN
i Organiration H50 Full Name
: MainOreCods | [Mame

# Form Header

& Detail

Tigms

umOfAceountahleCrern ¥

The Classified Holdings Screen

E= frmClassifiedHolding : Form

CEX

L R R T O e R - S B I
[ ][ # petai
HEADQUARTERS FACILITIES MASTER SECURITY PLAN
Oxrganization HSO Full Name
J| [MainOrCods | [Hame |

& Form Header

# Detail

Last Update: 10/30/2007 19
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The Classified Automated Info System (AIS) plus Laptops

E= frmClassifiedStandalone : Form |Z”E|E|
l|---|"'1'"I"'2"'I"'3"'I"'4"'I"'5'"I"'B"'I"'?"-I’_‘_
—|fDeta\I

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

0 0O izati HS0 Full Name

i # Form Header

¥ Detail

The Classified Networks Screen

ESl frmClassifiedNetwork : Form

I O O O OO e

[ ][ ¥ petai

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

e irati HS50 Full Name

Last Update: 10/30/2007 20
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The STU-I11s and STE Screen

B frmSTU3STE : Form &=

I|---|---1---|---2---|---3---|---4---|---5---|---s---|---?-- s
[ ][ # petail

: HEADQUARTERS FACILITIES MASTER SECURITY PLAN

. 0, iwati HS50 Full Name

T MainOmCods | [Mae |

The Classified Fax Machines Screen

E=l frmClassifiedFax : Form |Z”E|[z‘

I O O O T R R R B

[ ][ Detail

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

# Form Header

# Detail
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The Copiers Authorized for Classified Reproduction Screen _
B frmCopierinfo : Form E”E|E|

D e O O O O

¥ Dietail

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

Organization HSO Full Name

|| IManOreCode Diame

# Form Header

COPIERS AUTHORIZED FOR CLASSIFIED REPRODUCTION

l|---|"'1"'I"'Z"'I"'3"‘ I D

[ ][ petai

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

H5 O Full Name

e

# Form Header

SHREDDERS AUTHORIZED FOR CLASSIFIED DESTRUCTION

|| # et

|DOEPr0pertyNo

Last Update: 10/30/2007 22
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The COMSEC Accounts Screen

B frmCOMSECAccts : Form |Z”E|B__<|

o I I I I N SR Sk B S B O RN T RGN

# Detail

HEADQUARTERS FACILITIES MASTER SECURITY PLAN

HS0 Full Name

- — i

FBEX
I|--‘|---1--‘|---2--‘|---:3-‘-|---4-‘-|---5---|---s‘--|---7‘--|f_\
[ ][#petail
: HEADQUARTERS FACILITIES MASTER SECURITY PLAN

izati HS0 Full Name
MainOreCode | [Marme |

eo Teledoiference Systems (VIC)
i B T R |
f ] # Form Header !

N VIDEO TELECONFERENCE SYSTEMS (VIC)

2- _J # Detail
S .| o
_ | i[Type
b R -
.
5
< > =
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The Tables in the Database

= HQFMSP Master : Database [Access 2000 file format)

[iFopen B Design SMew | X | 25 °

Objects Create table in Design view
Create table by using wizard
Create table by entering data

Switchboard [kems

Queties

F
orms tblaccountablePro

tblauthorization
tbiClassifiedFas
tblClassifiedHoldings
tblClassifiedhetwaork,
tbiClassifiedstandalone

Reports
Pages

Macros

EAgE i

Modules

tbiClassifiers
tbiClearedContracks
tblClearedContracksOfficer
thICOMSECACcks
tblContractingOfficer
tblContractingOfficerontracts
tblZontrolStation
thbiCopierInfa
thICREMMCcountable
thiDeclassifiers

tbIH3Os

tblISs0

e e W e e e e O e W e e e e e 0 )

Eroups

W - i

tbIOPSEC
tbICwginization

tblSecAwareness
tblSecContainers
thlSecurityareas
tblshredderInfo
EBISTUISTE
LBITSCMO
EBIUCHIR eviewer
bl TCInFo

The Forms in the Database

= AppendixApp : Database (Access 2000 file format)

[Hopen b Desion Fhew | X [ 22 T

Objects Create form in Design view EE!
= Tables Create form by using wizard E=]
E:J Queries == frmAcctPro E=

= frmacctProz Subform =

| =l Foms == frmAuthorizedUsers =5
4 Reports = frmBlark =
& Pages = frmchgpw =
2 Macos == frmClassifiedFax =3
EH  frmClassifiedFax2 Subfarm =

el Dl == frmClassifiedHolding =3

Groups =2 frmClassifiedHolding2 Subform =3
&l Favorites H  frmClassifiedMatwork E

== frmClassifiedietworkz Subform =]
E  frmClassifiedstandalone =
== frmClassifiedstandalonez Subform E=]

frmClassifiers
FrmClassifiers2 Subform
frmClearedContracts

frmClearedContracts2 Subform

TLLL
I I e

FrmClearedContracksOfficer Subform
FrmCOMSECAccts
FrmCOMSECACcts2 Subform

T
il e [

FrmContractingOfficer

frmiContractingOfficer2 Subfarm

~

FrmshredderInfo2 Subform
Frm3TU3STE

Frm3TU3STEZ Subform
FrmTSCMO

FrmT3CMOZ Subform
FrmlCHIReviewer
FrmUCHIReviewerz Subform
FrmWTCInfo

FrmWTCInFoZ Subform

FrmContractingOfficerContracts subfarm
FrrCantrolStation
FranControlStationz Subform

FrmCopierInfo

2 6

frmCopierInfoZ Subfarm
FrrCREMACcountable
FrmCREMACcountablez Subform
frmDeclassifiers
FrimDeclassifiers2 Subform
frmHSOs

frrH30s2 Subform
frmlSso

frmIS502 Subform
FrmOPSEC

FrmQPSECZ Subform

B

FrmOrginization

frmReparts
FrmSecfwarenass
frmaecAwareness? Subform
FrmSecContainers
FrmaecContainers2 Subform
frmSecurityAreas
FrmSecurityAreas2 Subfarm
frnshredderInfo

Last Update: 10/30/2007
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The Reports in the Database

= AppendixApp : Database (Access 2000 file format)

|4 Preview B Desion gnew | X | 2

rptSecurityreas

Objects @J Create report in Design wiew {8 rptSTU3STE
=1 Tables @ Create report by using wizard 88 rpkTSCMO
§ Buaies {8 rptaccountablePro {3 rptUCNIReviewer
= i3 rptauthorizedUsers i@ rptyTCInfo
= Forms {3 rptClassifiedFax
| 43 Reports 8 rptClassifiedHoldings
& Pages {8 rptClassifiedNetwork
2 Magos {8 rptClassifiedstandalone

{8 rptClassifiers
% [esdE i3 rptClearedContracts

Groups il rptCOMSECAccts

&l Favorites || B [{AeGLEERT
i3 rptControlStation
i rptCopierInfo
8 rptCREMAccountable
{8 rptDeclassifiers
{8 rptHsOs
i rptIsso
{3 rptOPSEC
i3 rptOrginization
i3 rptSechwareness
{8 rptSecContainers
5]
a

rptshredderInfo

The Queries in the Database

= AppendixApp : Database (Access 2000 file format)

g open B Design Hibew | X | “a

Objects @ Create query in Design view
[ Tables & |
| @ Qs § gryClearedCantractOfficer
3 @ qryContractingOfficer
==l Forms § qryCrgCades
il Reports @ gryCrginization
‘fg Pages § qryRptSelection
2 Macros
¢ Modules
Groups
[l Favorites
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